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This manual is intended to assist nonreaders in 
developing job search skills. It includes materials for use in nine 
sessions involving the nonreader and a tutor. The following questions 
are addressed in the individual sessions: Am I ready to look for a 
job? What kind of job do I want? What do I want and need in a job? 
Where are the jobs? How do I fill out a job application? What is a 
resume? What do I say on the phone? What do I do at an interview? How 
do I keep on looking? and Now that I've got it, how do I keep it? 
Each session is divided into three parts. The first part looks at 
current job leads and what can be done right away. Part 2 teaches the 
new objective for the lesson and may include activities. The final 
part gives assignments to be carried out before the next meeting. The 
ninth session is intended for use after the student has obtained a 
job, and the eighth session is intended to set a framework for 
continuing the job search for as many sessions as is necessary. All 
of the session activities and study assignments make an allowance for 
the fact that the student is a nonreader, and suggestions are 
provided to help students circumvent some of the difficulties that 
nonreaders might encounter when doing such things as filling out job 
applications. (MN) 
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This workbook is intended to help you keep a record of your job search effort. 
In it you will find ideas, activities and suggestions to help you meet your goal 



A JOB 

A tutor or a friend may be working with you to help yoy organize and record your job 
search effort. 

Good luck! 

This book is dedicated to Ed who now has employment and reading skills. 
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CONTRACT WITH TUTOR 



My name is 



I am ready to look for a job. 

I wiU work with my tutor/friend to look for jobs. I wiU honestly try the activities 
suggested by my tutor/friend and make looking for a job a real fuU time job. 



Signed 



Tutor 



We will meet (day) (time) 

(place) 
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CONTENTS 



This book will help you answer these questions. 
SESSION 1 

Am I veady to look for a job? 5 

SESSION 2 

Whttt kind of job can I do? 13 

SESSION 3 

What do I want and need in a job? 20 

SESSION 4 

Where are ths jobs? 27 

SESSION 5 

How do I fiU, out a job application?. 33 

- What is a resume? 
SESSION 6 

What do I say on the phone? 44 

SESSION 7 

What do I do at an interview? " 49 

SESSION 8 

How do I keep on looking? „ .54 

SESSION 9 

Now th&t I've got it, how do I keep it? ... „ 5S 
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SESSION 1 - AM I READY TO LOOK FOR A JOB? 

CURRENT JOB LEADS 

you ,','.uve any job leads now? Yes No 

Use the last page of this book to record every job lead you get. 

WHAT HAVE YOU DONE ABOUT IT? 



WHAT WILL YOU DO NOW? 



USE THE PHONE 




USE THE PHONE BOOK 




DO IT NOW! 
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SESSION 1 - AM I REALLY READY TO LOOK FOR A JOB? 
I will get ready to look for a job. 



YOOR BEST FOOT FORWARD 



Since your reading and writing are not strong you must depend on other things to let 
people know about you and your work ability. 



SPEAKING 




LISTENING 



LOOKING GOOD 4^ 



These things wUl help you get a job - USE THEM and use them to your advantage make 
them work for you, not against you. 
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SPEECH 

Po yo"l Yes No 

Speak Clearly , ( ) ( ) 

Slup youp wopds , ( ) ( ) 

Finish youp sentences (ideas) ( ) ( ) 

Leave the listenep waiting fop you to finish ( ) ( ) 

Make youp point quickly ( ) ( ) 

Ramble on about anything ( ) ( ) 

Use coppect English ( ) ( ) 

Use a lot of slang wopds ( ) ( ) 

Use incoppect English ( ) ( ) 

Say "uh" a lot ( ) ( ) 

Say "ya» know** a lot ( ) ( ) 

Stick to the subject...^ o ( ) ( ) 

Change the subjects ( ) ( ) 

Answep questions directly ( ) ( ) 

Avoid direct answers to questions • ( ) ( ) 

Say what you really wanted to say ( ) ( ) 

Forget to make the point you war ted to make ( ) ( ) 

Wait for the correct time to speak — ( ) ( ) 

Interrupt others ( ) ( ) 

Add your own: 

^f. ) ( ) 



You know your own speech habits. Think about what you need to do to speak more clearly. 
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LISTENING; . 

DO YOU REALLY LISTEN 

MAKE A CONSCIOUS EFFORT TO REALLY HEAR WHAT THE OTHER PERSON IS 
SAYING. 

LISTEN NOT ONLY WITH YOUR EARS BUT WITH YOUR WHOLE ATTITUDE. 
DO NOT INTERRUPT. 

SPEAK ONLY AFTER THE OTHER PERSON IS FINISHED. 

LISTEN WITH YOUR MANNER. YOUR WHOLE BODY SHOWS THAT YOU ARE 
LISTENING. 

LOOK AT THE SPEAKER, -SIT UP AS THOUGH YOU ARE LISTENING. 

LISTEN TO UNDERSTAND WHAT THE PERSON IS SAYING. 

ASK QUESTIONS TO MAKE SURE YOU UNDERSTAND. 

INTEND TO REMEMBER WHAT YOU HEAR. 

REPEAT rr TO YOURSELF OR OUT LOUD IF POSSIBLE. 

WRITE DOWN CLUES TO HELP YOU REMEMBER. 

NUMBERS OR INITIALS CAN BE CLUES TO HELP YOU REMEMBER. 

LISTENING - REALLY LISTENING IS A SKILL 
LEARN HOW TO USE IT 
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LOOKING GOOD 



A first impression is a lasting impression = especially for a employer. 

You must sell yourself by what you look like. 

START NOW: Shower every day 

Wear clean clothes everyday 

Use deodorant everyday 

Wash your hair - at least twice a week 

Comb and fix y«ur hair everyday 

Brush your teeth at least twice a day 

Shave everyday (or trim a beard often) 

Locate or buy 1 or 2 nice sets of clothes for an interview. Have them clean and ready 
to go. 

Have a complete set. Not only a shirt / blouse / sweater / pants / skirt / dress 

but also shoes - shined / coat - clean. 
Continue to look as nice as possible after you get a job. 

Looking good helps you get a job. It also helps you keep that job.! 
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Today's date 



Activity: 

Rate yourself in each of the following areas. If you check "Good," tell why you rated 
yourself that way. If you check "Needs Work," tell how you think you could improve. 





Good 


Needs Work 


Hal^dean/combed^cut 
(if neccessary) 






Skin^ean 
(shaved or trimmed) 






Teeth 






Hands and Nails 

ft 






Body Cleanliness 






Clothing 






Shoes 






Overall Look 







You will rate yourself during each session with your tutor. Remember to be ready for a job 
interview at any time. 
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You represent the company or the person you work for. What will people think of the 
company when they see you? 



YOU NEED TO KNOW THAT "LOOKING GOOD" 
is important to other people even if it is not important to you 

YES - your skill and ability to do the job are important 

BUT - "LOOKING GOOD'^ is also important! 

Part of "LOOKING GOOD" is shown in your atitude toward a job. 

Activity: Circle one answer. 

If you were hiring someone would you want someone who: 

cooperates with others or complains about others 

carries out orders or puts off orders until later 

is willing to try something new or resists any change 

comes to work regularly or is often out of work 

comes to work on time or is often late 

works hard to earn the paycheck or feels you owe him a job 

completes the work asisignment or never has time to finish all the 

work 

Ask yourself: Are you really willing to work or do you just want or need a job in order to 
take home a payheck? 

ROLE PLAY : Pretend your tutor is an employer. Answer this question: Why should I hire 
you? 



Another part of "LOOKING GOOD" is shown in the way you treat other people. 
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Activity: Circle one answer. 



If you were hiring someone would you want someone 
smiles and says hello or 
compliments people on good work or 



who: 



frowns and ignores other people 
is je alous i f som e on e does a 
better job 

complains about coworkers 
is always involved in a fight 
threatens and yeUs at coworkers 



encourages coworkers 
avoids getting into fights 
says what she/he means 
clearly in a non threatening way 



or 



or 



or 



ROLE PLAY: Pretend your tutor is an employer. Answer this question: What would you do if 
a coworker told you that your boss was not happy with your work and you would probably be 
fired? 

Assignment: 1. Take action on job leads you already have. 

2. Call 2 friends who are employed and ask if they know of any jobs where they 
work. Be ready at next session for rating yourself for "LOOKING GOOD". 
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SESSION 2 - WHAT KIND OF JOB CAN I DO? 

CURRENT JOB LEADS 

Do you have any new job leads? Use the last page of this book to record every job lead 
you get. % 

What have you done about them? 



What will you do aow? 



Update action on old job leads. Is there any action you can take right now? 



Use the phone 



Use the phone book 



DO IT NOW! 





Rate yourself on "LOOKING GOOD" 
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Today's date 



Activity; 

Rate yourself in each of the following areas. If you check "Good," tell why you rated 
yourself that way. If you check "Needs Work," tell how you think you could improve. 



1 Haiy ciean^combed ^cut 


Good 


Needs Work 


(if neccessary) 






Skin^dean 

(shaved or trimmed) 






Teeth 




• 


Hands and Nails 






Body Cleanliness 






Clothing 






Shoes 






Overall Look 







You will rate yourself during each session with your tutor. Remember to be ready for a job 
interview at any time. 
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SESSION 2 - WHAT KIND OF JOB CAN I DO? 
New Objective 

I will identify my skills. 



In order to get a job you need to know what you can do. You also need 
to know if it is possible to get paid for the things you can do. 



Activity: 

Is it possible to What kind of employer would pay 
get paid for this you to do this? 
Yes No 

List things you can do. 



List jobs you have had in tVe past. 
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Is it possible to Wliat kind of employer wouW pay 
get paid for this you to do this? 
Yes No 

List things you think you could learn to do quickly. 



List things you like to do for fun, (hunt, fish, skate, chance, collect things) 



Can you think of skills that you have because of what you like to do (care and cleaning of 
gun, organizing helping others learn your skill)? 



Page 16 
JOB SEARCH MANUAL 



18 



Activity: Look at all of the lists you have made. Pick 5 things that: 
you are able to do 
you think could letJd to a job 

1. 

2. 

3 . 

4. 

5^ 

Assignuent: 

1. Look at youp list of 5 jobs, talk about each job with your tutor. Answer the 
following questions? 

Question 1 Do I know anyone who does that job? 
Question 2 What company or person could I do this for? 
Question 3 Who can I call to find out more information about this? 
Question 4 Where could I go to apply for this jbb? 

Job 1 

Question 1 " 

Question 2 

Question 3 

Question 4 

Job 2 

Question 

Question 2 

Question 3 

Question 4 
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Job 3 



Question 1 
Question 2 
Question 3 
Question 4 



Job 4 

Question 1_ 
Question 2_ 
Question 3_ 
Question 4_ 

Job 5 ^ 

Question 1_ 
Question 2_ 
Question 3_ 
Question 4_ 



Assignment; 

1. Make at least 3 phone calls about the jobs listed above. 

2. Take any possible action on other job leads. (Be sure to record any action on 
the last page of this book.) 
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»ESSION 3 - WHAT DO I WANT AND NEED IN A JOB? 
CURRENT JOB LEADS 

Do you have any new job leads? Use the last page of this book to record every job lead 
you get. 

What have you done about them? 



What will you do now? 



Update action on old job leads. Is there any action you can take right now? Talk about 
the status of each job with your tutor. 

Use the phone 



Use the phone book 




Rate yourself on **LOOKING GOOD'* 
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Today's date 



Activity; 

Rate yourself in each of the following areas. If you check "Good." tell why you rated 
yourself that way. If you check "Needs Work." tell how you think you could improve. 





Good 


Needs Work 


Hair^dean^combe^ cut 
(if neccessary) 






Skin^ean 
(shaved or trimmed) 






Teeth 






Hands and Nails 






Body Cleanliness 






Clothing 






Shoes 






Overall Look 







You will rate yourself diiring each session with your tutor. Remember to be ready for a job 
interview at any time. 
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SESSION 3 - WHAT DO I WAHT AND NEED IN A JOBV 
New Objective 

I wiU identify what I want and need in a job. 

What would you like to do most if you had the training? 



What would you like to do that you can do right now with no further training? 



What would you like to do if you could read better? 



What training would you take if you had the chance to do what you wanted? 



Is there any way for you to get this training? How? 



What are you doing right now to improve your skills? 



What could you do later to improve your skills if you wanted to? 
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Are you planning on taking any action to improve your skills? 



Activity: 

These things can help you plan your job future: 
What do you want to do now? 



What would you like to be doing in 5 years? 



What would you like to be doing in 10 years? 



What do you need in a job now? 

What I would like What I would accept 

location 

salary 

hours 

kind of work 

people I work with 

t>enefits 

chance for raises ^ 

starting date 
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Write the 3 things that are most important to you from the list above. 



Activity: 

Talk about why each of these things is important to you. Is it important enough to turn 
down a job that doesn't meet your requirements? 

Try this: Think of 2 jobs you want. Fill in this chart. FiU in this chart for each job you 
think about from now on. 



JOB NEEDS 
Job 





Is this okay ? 


location 


Yes 


No 


salary 






hours 






kind of work 






people I work with ' 






benefits 






chance for a raise 






starting date 






Would I accept this job? 
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JOB NEEDS 
Job 



location 


Is th 
Yes 


is okay ? 
No 


salary 






hours 






kind of work 






people 1 worK wiin 






benefits 






chance for a raise 






starting date 






Would I accept this job? 







Job 

Is this okay ? 



location 


Yes 


No 


salary 






hours 






kind of work 






people I work with 






benefits 






chance for a raise 






starting date 






Would I accept this job? 
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Call 2 other friends or family members to ask if they know about job leads. Get 
information to fill in JOB NEEDS chart on new job leads and old job leads. 
Bring a newspaper and a telephone book to the next job session. 
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SESSION 4 - WHERE ARE THE JOBS? 



CURRENT JOB LEADS 

Do you have any new job leads? Use the last page of this book to record every job lead 
you get. 

Use the extra JOB NEEDS pages in the back. FiU out JOB NEEDS on each job you are 
looking at. Is some information missing? How can you find out. Use the phone if there is a 
way to get more information. 

What have you done about each job lead? 



What will you do now? 



Update action on old job leads. Is there any action you can take right now? Talk about 
the status of each job with your tutor. 

Use the phone. 

Use the phone book. 

Rate yourself on "LOOKING GOOD" 
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Today's date 



Activity; 

Rate yourself in each of the following areas. If you check "Good," tell why you rated 
yourself that way. If you check "Needs Work," tell how you think you could improve. 





Good 


Needs Work 


Hair/ciean/combed/cui 
(if neccessary) 






Skin/dean 
(shaved or trimmed) 






Teeth 




r 

• i 
1 

I 


Hands and Nails 






Body Cleanliness 




i 

1 


Clothing 






^hoes 




f 


Overall Look 




1 

i 



You will rate yourself during each session with your tutor. Remember to be ready for a job 
interview at any time. 
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JOB NEEDS 
Job 



location 


Is th 
Yes 


s okay ? 
No 


salary 






hours 






kind of work 






oeoDle I work with 






benefits 






ince for a raise 






starting date 






Would I acceot this iob? 







Job 

Is this okay ? 



location 


Yes 


No 


salary 






hours 






kind of work 






oeoDle I work with 






benefits 






chance for a raise 






starting date 






Would I acceot this job? 
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SESSION 4 - WHERE ARE THE JOBS? 



New Objective 

I will find out where the jobs are. 

Job leads can be found in many places. The newspaper is one place. Some 
people Hnd jobs in tlie newspaper. 
Activity: 

Use your newspaper. Find the classified section. Find HELP WANTED. Look at each job 
with your tutor. Mark every job. Use this code: 

X not interested or do not qualify 



D possible job lead 




FOOD SERVICE 
SUBSTITUTES 

We hmm ntod for sub- 
stJtutos to work on an 
«s*nMded basis at our 
various buildings. Tlw 
work sntalis a variety 
of dutits in ths opsra- 
tton of tha scbool lunch 
program. 
If you ara intarastad In 
balng consldarad, con* 
tact us at 238-7141 or 
stop at our Food Sarv- 
lea Of flea at tha rear of 
the intannadiata High 
School. ^ 

STATE COLLEQEAREA 

SCHOOL DISTRICT 
SUts College, PA 16801 



( 



COOK wanted: 

expeflenca. 
diataly. F 
between 12 






\ TRAINEES 
lni«ff\iiofial cofportflion 
nuiiM* 
lie peofri^ iralp^ tmuh 
rant maA*bf«v(nl. Super 
Salary 

t1S.000 X dfn«fMs a 

bonti 



CARPENTER 
EXPERIENCED 
FOREMAN 

Must hive exp«ri«nee in all 
PfMMs of rMkltntlat con- 
stnictlon fnm titt seitction 
to finish. Mustbeltadtrafld 
take full chargt. Career 
oppodunlty with new fina 
EXCELLENT WAGE - 
PflOFlT BONUS and mora. 
For appointment Cell: 

A. Trf Swanson s 
(814) 238>485a 




400 Help Wanted 

ACSQUNTINQ SUPERVISOR j 
Accounting dejiPree 
requirM. 3-5 years jKperl- 
ence. Knowledge qv^nerel 
accountiog Vlheory, 

sccountlnd^V^O'nS' *nd 
computerliatfSaccounting. 
Must wc«*^ii >5th others. 
Sslaryyft comrimrisuraie 
with irfperlence. Bicellent 
coippeny benefits. V 
ra^me to: P.O. Box 1 
Calder Square. State C^l* 
lege, PA 1680S0703. 




ASSISTANT 
THE Pf)ESIOE(QT 
ExpeKenced. oraanized, 
take<h>ue. o^^thlngs- 
done persoqWnandle spe> 
cial projecf^Non t>ehslf of 
chief executive officer. 
ExperiMfce in marketing 
nece^&ry. EOE/AAA 

Send resume to. ^ 
. imes Office Box 89-3iw, 
State College. PA 16604. 



^ AUTO MECHANIC 
Accepting epplicationa for 
full and part-time positions. 
Must have own tools, mint* 
mum 2 yrs prior experience. 
Call Precision Imports. 
23441 12 ask for Ed. 
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You try it. Would you be interested op qualify for any of these jobs? 



400 Help Wanted 



BABYSITTER for 2 children, 
our hom«. Ptoastnt Qap 
•TM. 399*2157, 9 am^ pm. 



BABYSITTER In B«llelont« 
from 3*10*^ p.m. Ev«lyn 
b«for»2:45,39M458. 



BIDS. ARE BEINQ 
ACCEFTEO at 8usqu»>Vlaw 
Homa Inc. for^ Beauty 
Barber Setvlcea.* Sp#cliic» 
tiona for bida may- be 
picked up at Susque-Vltw'a 
Butineas Office between 
8:30 and 4:00 pm. Bkle 
must be returned by 4pm; 
Feb. 18, 1985. Cree Drive, 
Lock Haven, Pa. 17745. 



BUS DRIVER for motor 
coach. 15 yearo motor 
coach/truck drlvino expert* 
ence. Retiroee welcome to 
apply. 238-4001. 



CAR RENTAL CLERK 
iteeded » iOn- Fni. 7:30*4:3a 
Send r«« jme to PO Box 182 
State Colleoe, PA 10804. 



DELIVERY HELP 
NEEDED 
STATE COLLEGE 
The Centre Daily Times Is 
looking for a reliable 
person to deliver newspii 
per bundles to carriers In 
the State College area. This 
contract position provides 
excellent earnings for 
about two hours of work 
each day. A dependable 
truck or van is required, as 
vyell as a valid PA driver's 
license. If interested, apply 
In person at the Centre 
Daily Times, 3400 E. Col- 
lege Ave. - across from the 
.Nittany Mail Houre are 
from 8 am to 7 p jt*. 

DENTAL PROSTHESIS 
TECHNICIAN for iabora* 
tqry. Send resume to: 
Tfmee Office Box 89^18, 
State College, PA 16004.' 



EXPERIENCED Motorcycle 
mechanic. Send replies to 
PO Box 241, Lemont Pa, 
16851. 

FULL-TIME substitute 
teacher for grades 7«10 to 
teach Earth Science, 
Health and Biology. Expert- 
ence preferred, fmmedlate 
opening. Contect Ray 
Keiley at814>684>3000, 

KH'CHEN HELP needed 3-11 
shilL Apply Sunset West 
Restaurant, Pleasant Gap, 

359-2783. V 

UCENSED COSMETOLOGY 
INSTRUCTOR. Experience 
preferred but not neces- 
saiy, muat be aggressive, 
willing to learn and accept 
responsibility. Send rosume 
to: Courier Express, PO Box 
75X. Dubois. Pa 15801. 



CHEF 

Private country club in 
North Central PA seeks 
working chef. Saiaiy plus 
tMneflts. Immediate open- 
ing. Send resume to> P.O. 
Box 128. St Maiy's, PA 
15857 or call (814) 834-7255. 



CHILD CARE 
Professional couple seeka 
experienced and mature 
person to care for 9 mo. old 
child. Plexibte schedule, 
light housekeeping, must 
have own transportation. 
Excellent salary. Please 
submit quallflcatlona and 
references to: Personnel 
Manager, PO Box 259, 
State College, PA 16804. 



400 Help Wanted 

DENTAL RECEPTIONIST, 
pert time. 2-2M days/week. 
Phone 237-3053 on Monday. 

DENTAL RECEPTIONIST/ 
SECRETARY for dental 
office. Send resume to: 
Times Office Box 69-319, 
State College, PA 16604. 

'■\ DIRECTOR 

f* f MATERNAL 

CHILD PROGRAM. 
Home Health Agency is 
currently seeking a Regis- 
tered Nurse with demon- 
strated leadership ability to 
direct the clinical area for 
Maternal and Chikl Health 
services which Inckides a 
four county arsa. Individual 
must have a minimum of 
four yeara experience in 
maternal and child health 
care with management end/ 
or teaching background. 
Qualifications: BSN 
required • MSN In Metemat 
Child Health preferred. 
Contact the Home Nursing 
Agency, 201 Chestnut 
Avenue, Altoona, PA 16601 
or telephone (814) 946-541 1, 
extension 62. An ^quat 
Opportunity Empteyer. 

DRARERS with experience 
In machine and tool design, 
tecnicat school accepting 
applications for fulMlme 
teaching position. Salary 
$1000 per mo with com- 
plete, benefit package. Call 
deity 8^ 814^1-2090. 



Now do it with your newspaper. Be sure to mark every job. Call the number for any job you 
circled. Do it now! 



Use the phone 




Use the phone book 




Use the pages at the back of this book to keep track of each job lead. 
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Not all jobs are advertised in the "Help Wanted" section of a newspaper. 
Look in the "Business" section of the newspaper with your tutor. Are there any new 
businesses opening? Yes No 

Do you think they might have a job you can do? Yes No 

Put them on your job leads sheet. CaU or take action now if possible. 

Look through the rest of your newspaper. Look at the advertisements. Think about 

each business. Would that business have a job you could do? Can you take any action now? 

CaU! Do it now! 

Many people do not get jobs from the newspaper. Most jobs are never advertised. Many 
people get jobs because they find out about them from other people who are already working. 
Activity; 

Make a list of friends and family members who are working now. 



Make a list of places you see and meet people. 

r hurch 



Y MCA 
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These people can help you get a job. Start talking to them. 
Don't start by asking for a job. 
Do; introduce yourself (if necessary). 

Talk about something you have in common. 

Say you are looking for a job. 

Ask if they know about any Jobs where they work. 

If so, ask for the name of the person you should talk to. 

If not, tell them you would appreciate knowing about any jobs they hear about 
in the future. 

Tell them when you will check with them later to see if they have heard of any 
jobs. 

Check at the time you told them you would. 

ROLE PLAY; 

1. STUDENT; pretend you are a grocery clerk. TUTOR; using the suggestions above 
pretend that you are looking for a job. Ask the grocery clerk if she/he knows of 
any jobs. 

2. Reverse rolls. TUTOR; pretend to be a neighbor of student. STUDENT: ask 
neighbor about jobs. 

3. Continue practice. TUTOR; pretend to be different people that appear on the 
above lists. 

OTHER WAYS TO GET JOB LEADS 

Not everyone gets a job through friends and acquaintences. Some people get 

jobs by calling a company on their own. How can you find out about companies that 
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hire people with your skiU? Try the phone book. Most companies are listed in - the 
yellow pages. 



Activity; 

1. Use a phone book. Find the yellow pages. Open to any page. With your tutor 
look at every company on that page. Answer the question: Would that company 
hire someone with my skills? Make a list of any companies for which your 
answer is yes. 



ERIC 



Call these companies. Add them to your job leads list. 
2. Think about the kind of company that will be most likely to hire people with 
your skills. With the help of your tutor locate the page the companies will be 
listed on. Make a list of some of those companies. 
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Do you know anything about these companies? Talk about tliem with your tutor. 



Assignment; 

1. Check your newspaper everyday. If possible have someone help you mark every 
ad in the HELP WANTED section. Make calls if you can. 



2. Call or talk to 2 friends or people you meet. Ask about job leads. Use the words 
that you and your tutor used in role play. 

3. Go out to a place that you might see people to talk to. Make sure you are 
"LOOKING GOOD**. Go out often, even if you do not have another reason to go. 
Go to places you will see people you can talk to. 

4. Call one of the companies from the list you made from the phone book. Ask 
about possible job openings. Be sure to tell what kind of job you are qualified 
for. 

5. Bring a newspaper and phone book to your next session. 

6. Bring information about your school and job history. Bring anthing that may be 
helpful in Hlling out job applications. Think about names of people you have 
worked for and dates of that work. 
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SESSION 5 - HOW DO I FILL OUT A JOB APPLICATION 
WHAT IS A RESUME? 

CURRENT JOB LEADS 

Do you have any new job leads? Use the last page of this book to record every Job lead 
you get. 

Use the extra JOB LEADS pages in the back. FiU out JOB NEEDS on each job you are 
looking at. Is some information missing? How can you find out? Use the phone if there is a 
way to get more information. 

What have you done about each job lead? 



What will you do now? 



Update action on old job leads. Is there any action you can take right now? Talk about 
the status of each job with your tutor. 

Use the phone. 

Use the phone book 

Rate yourself on "LOOKING GOOD". 
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Did you bring a newspaper? 

1. Mark every ad in the HELP WANTED section. 

2. Look at the "Business" section. 

3. Look at the ads. 

4. Write down any job leads you found. 



Use the page in the back of this book to record job leads. Is there anything you can do 

now? 

DO rr NOW 
CALL! 



EKLC 
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Today's date 



Activity; 

Rate yourself in each of the following areas. If you check "Good," tell why you rated 
yourself that way* If you check "Needs Work," tell how you think you could improve. 





Good 


Needs Work 


Han^dean^combed ^cut 
(if neccessary) 






Skin^ean 
(shaved or trimmed) 






Teeth 






Hands and Nails 






Body Cleanliness 






Clothing 






Shoes 






Overall Look 







You wiU rate yourself during each session with your tutor. Remember to be ready for a job 
interview at any time. 
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JOB NEEDS 
Job 



location 


Is th 
Yes 


is okay? 
No 


salary 






hours 






kind of work 






people I work with 






benefits 






chance for a raise 






starting date 






Would I accept this job? 







Job 

Is this okay ? 



location 


Yes 


No 


salary 






hours 






kind of work 






people I work with 






benefits 






chance for a raise 






starting date 






Would I accept this joD? . 
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SESSION S - HOW DO I FILL OUT A JOB APPLICATION? WHAT IS A RESUME? 

NEW OBJECTIVE: 

I wiU prepare a job application and a resume. 

On the next page you wiil find an "Application for employment.'* 

Almost every employer requires that you fill out an application. 

Look at this application with your tutor. Have your tutor fill in the application in 
pencil. Fill it in as complete^ as possible. Leave no blanks. 

Is any information missing? How and where can you locate the missing information. If 
possible get the information now. 8se the phone if possible. DO IT NOW! 

Activity: 

Use the 2nd blank application. You copy the information onto it. 
Try to be: NEAT 
CLEAN 
COMPLETE 
ACCURATE 

DON'T TAKE TOO MUCH TIME! 
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For some jobs you may need a resume. Use the information you collected for your 
application to fill in the following form. Have your tutor fill it in with the information you 
discuss. 

When you are happy with tlie result identify someone who can type it for you. 

Typist 

Cost 

Amount of time required 

You will need many copies to give to employers. 

Where will you go to have it copied? 



How much will it cost? 
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APPLICATION FOR EMPLOYMENT 



(*A2rr NAMK 


FIRST NAME • MIDDLE INITIAL 


SOCIAL SKCURITY NO. 


TODAY'S DATE 


MAIUNC AOOKRSS - NO. AND STREET 


CITY AND STATE • ZIP CODE 


TYPE OP WORK DESIRED 




□ 

PART TIME 
□ 

PULL TIME 


TKLBPHONR OORINO THE DAY: 

HUMBKR EVSNINOS AND WEEKEND 
/ EHh0r Tttmphott€ Nym&€r iM A HTorir fhom Nm 










nktr^ Mty Vtm CmiImI Vtm Th^nf Y«f U 

NpD 





PERSONAL DATA 





MATE OP BIRTH 

L 


1: 


MonUi 






Y«w 


ARE YOU A CITIZEN OP THE U^ 7 


Y««U N©a 






Ml 


0.0 


P«awtey. 




ir Np, T»P« Vto» — ^ 



V€ YOU EVER BEEN CONVICTBD OP ANY CRUIB7 (Do Not lnelttd« Mlaor tniOm VIoUUom) Y« G No □ 



ODES THE UNIVERSITY EMPLOY AMY OP YOUR RELATIVES? Y«0 NoO If Y««. Plw PIU Om Blow. 



NAME 


DEPARTMENT 


RELATIONSHIP 


1 . 












'plAVR YOU EVER BEEN EMPLOYED BY THE UNI 


VERSITY7 Y«0 NoO If Y«m, Pte 


M PUI Out B«l«w. 



I- 



EDUCATION 



1 

SCHOOL 


LENGTH OP 
TIME ATTENDED 


DATE 
FINISHED 


GRADUATED 
Yts No 


COURSE 


Hith School (City U SUU> 








MAJOR MINOR 


CoUMo Or University (City SUC«> 

1 


DEGRESS 








j 












1 












i 












i 


1 ■ 













1 



ProfMsioflMl OrcaiiiMUoM Or AnoctotloM U>o Not tocMo IoIoomHom Tluft PiovidM EvMcaco Of Roc«. RtUcioys Cr««d. Color. AncMtry Or NaUocwl Ori(in). 



• AN EQUAL OPPORTUNITY / AFFIRMATIVE ACTION EMPLOYER • 
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EMPLOYMENT RECORD 



Kirra Kama 


Kind Of Ousioftat 


Your SolArr | 


J PRESitSNT Addfvcs Of Kirm /JpCodt 
OR 


D«Us From To 
Emplorcd: <Dat*> (Dau> 


1 « Deserib* Your DuUw? 
1 EMPLOYER 


1 Nmm« And Job Tttit Of SupMvtoor 


Tour Rvason For Loavint 

1 


1 


Firm Nam* 


Kind Of Bunaess 


Your Salary 


NEXT AddftttOfFlrm Zip Cod* 

PREVIOUS 


Data* From 
Employed: <DaU) 


To ( 
(Date) 


EMPLOYER Dctcfitoo Your Duties 

- - 


Namo And Job Till* OC Supovisar 


Your RaasoQ Pot Laavioc 




Plrm Name 


KindOf BuslnasB 


Your Salary 


AddrMi Of Pim Zip Cod* 
NEXT *tRv«.» 

PRKVfOtM 


Dates * From To 
Bmployad: <Dato) (Dau) 


EMPLOYER D*tciib* Your DuU*0 


Nam* And Job TiU* Of Supacvtoor 


Your Raason For Laaving 




PIrmNM* 


Kind Of Buriaaas 


Your Salary , 


EMPLOYER Addf«»Ofrim Zip Cod* 
(IP NOT 


Dates From T9 

Employed: (Date) (Dau) | 


USTED D««3ib* Your Duties i 
ABOVE) y 

I 


Nam* Aad Job Titl* Of Supctvisor 


Your Raason For Laaviac 1 



U. S. MILITARY SERVICE 



Branch 


Dau Of Entry 


Data Dischaiced Or Placed On Active Duty 


Typ* Of Disebarce 

t 

:i 


Prrteni Or Last Rank 


Spoeial Tmialaft R*c«i«ud 


J 
1 


Type Of Duties Performed 


REMARKS 



THIS SPACE SS PROVIDED TO MAKE ANY ADDITIONAL REMARKS THAT 
WILL GIVE US A MORE COMPLETE KNOWLEDGE OF YOUR BACKGROUND. 



IF.KTJ-LI^.^Z.™".*'*'®***^''*®'* " HAVE GIVEN IS COMPLETE. TRUE AND CORRECT TO THE BEST OF MY KNOWLEDGE AND BEUKK. I FUR- 

^ ^^?f^lI^I^Jj-^^I■ knowingly wmnlELD any facts or circumstances IN COMPLETING THIS APPUCATION. I UNDRKSTANU 
JUSSt I AM^^^^^ CANCEL THIS APPUCATION. OR BE CAUSE FOR MY TERMINATION IN THE 



Your SUnaiuf* 



Date 



• ft«|.75) 
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APPLICATION FOR EMPLOYMENT 



rLCASII ritlNT 



<«A6T NAMK 


KIKST NAMB • MIOOl*£ INITIAt 


:iOCIAL SKCURITY NO. 


TODAY'S DATE 


MAILING AODKRSS - NO. AND STRBKT 


CITY AND STATB • ZIP Cout 


TYPB OF WORK DESIRED 


















□ 


FELKPHONR OORINO THE DAY: 


Am Codtt / 






PART TIME 










DUMBER BVBNINOS AND W8BXCNOS: AiiaCo<l«: / 






□ 

rULL TIME 


f Kfihrnr TrffpftoiM Number U A Work Fhon€ Number, Mmy Wt Contmet You Th^nf Ym (J 
1 MoD 





PERSONAL DATA 



lOATB or BIRTH: Honih 



0«r 



Y«w 



4^RC YOU A CmZXN OF THE UJ. 7 
UNo.Typ« Vh« 



Y«a NoQ 



ff AVE YOU BVBR BBSN C0NVICT8O OF ANY CRIME? (Do Ho% loeluiU Minor Traffto VIolaUoas) 
t Y«« PIMM Bxplala 



YmQ NoQ 



DOBS THE UNIVERSITY BMPLOY ANY OF YOUR RELATIVBS7 Ym^ NoQ If Y«s. PImm FUl Out B«1ow. 


NAMB 


DEPARTMENT 


RELATIONSHIP 








1 




I 

1 


'^lAVB YOU EVER BEEN BMPM>YBO BY THE UNIVBRStTYT YmO NoO Iff Ym. PImm PUI Out B«i«w. 


I DEPARTMENT 


FROM (OaU) TO <DaU| 

f 


NAMB OF SUPERVISOR > 















EDUCATION 



SCHOOL 


LENGTH OF 
TIME ATTENDED 


DATE 
FINISHED 


GRADUATED 
Ym No 


COURSE 


High School (City U SUU) 








MAJOR MINOR 


CoUm* Or Univsnitr (City & SUM) 


DEGREES 








I 












1 







































fiolvalMal OrtuiuUoiu Or AnocUUan* (Oo Not laduda InlonauUoii Thai Pcovidc* Ktrtdtac* Of Rac*. RalUiou* Craad. Color. AncaaUy Or National Oricin). 
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EMPLOYMENT RECORD 



, Kirm Nam« 


Kind Of BuBiiwa 


Yuur Salary 


PRRSEHT Addms or Kina Zip Cod « 
OR 


DaUs Proca To 
Employed; (DaU> (Dat^) 


1 DcserilM Your OuUtt 
1 EMPLOYER 




1 fimam And Job TUli Of SupMviaoc 


Your R9MOM Por Loaviiift 






rim Nmm 


KiadOf Buriniw 


YourSaUry 


Adtfra Of Pirn Zip Cod* 

NEXT 




DalM Pron To 
Bmployod: (Date) (DaU) 


EMPLOYER DMcrib« YottrDvttat 




Hum And Job Tttk Of Supwvtoor 


Your Rmmm Por Ltoviad 








Pim Nam 


Kind Of Buiiani 


Your Salary 


AddfW Of Pirm Zip Coda 

NEXT 




DaUt Prom To 
Bsiployod: (DaU) <DaU) 


EMPLOYER D««illoYo«rDuUt» 




NuM And Job TlUt Of Supovtoor 


Your Rotaoa Por Leavtos 

- 








PInn Namo 


KladOf BuiiMn 


YourSaUry 


IIP MOT 


DaUs F^m • To 
Boiployod: (DaU) <Dat«) 


LISTED Describe Your DvUm 
ABOVE) 


NaoM A«d Job TlUt Of Supovfaor 


Your Rmoob Por Lcaviat 



U. S. MILITARY SERVICE 



Branch 


Date Of Batry 


DaU DIscfaargad Or Placad On AeUva Duty 


Typa Of DUeharca 


PrcMot Or Last Raok 


Spadal Traialac Racaivad 


Typo Of Dutlaa ParCormad 


REMARKS 



THIS SPACE IS PROVIDED TO MAKE ANY ADDITIONAL REMARKS THAT 
WILL GIVE US A MORE COMPLETE KNOWLEDGE OP YOUR BACKGROUND. 



Z] 



I CERTIPY THAT THE INPORMATION I HAVE GIVEN IS COMPLETE, TRUE AND CORRECT TO THE BEST OP MY KNOWLEDGE AND BEUEP. 
TIIER APPIRM THAT 3 HAVE NOT KNOWINGLY WITHHELD ANY FACTS OR CIRCUMSTANCES IN COMPLETING THIS APPLICATION. I UNOF.KSTAr 
THAT ANY MISREPRESENTATION OP INFORMATION BY ME CAN CANCEL THIS APPLICATION. OR BE CAUSE POR MV TERMINATION IN ^ 
EVENT I AM EMPLOYED BY TUB UNIVERSITY. 



SP. IFVR\ 
rOEKSTAfj 
I THE I 



Your Sisnatura 



Data 



Purm .Sr»..' 
I 



Objective: 



Name: 

Address: 

Telephone: 

Birth date: 

Marital Status: 
Personal: 

Education:_ 



Experience: 



Other Information: 



References: 
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You will need to fill out job applications and you may need a resume. One other thing that 
will help you "sell yourself is a "skills card." 



Fill in the following information: 



Name: [ ^Phone: 

Position Desired: 



Skills: (Experience and skills) 



(Personal characteristics): 



Now transfer the same information to a 3 x 5 card. 

This can be used to pass out to friends and at places you go to ask about jobs. You can 
attach it to an application. It will attract attention and give someone a quick idea of your 
skills. You can leave it with a company that is not taking applications. 

Where can you get one typed? 

How much will it cost? 



Where can you get it printed? 



(Print at least 50 copies.) 

Try a light beige, blue or yellow card. It will attract more attention than white. 
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You have now: 



filled out applications 
made a resume, 
made a "skills cards." 



One more thing will help you. You need to have your information with you all the time. Use 
your information to fiU out the foUowing form. Cut it out. Fold it and carry it in your 
wallet. 



Name: 

' Address: 



Phone: 

Birth Date: 

Social Security # : 

Education : 

FOLD — 

EMPLOYMENT HISTORY 

Employer/ Address / Position Held/Date 
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If you feel good about filling out an application you are ready to go. 

If you are uncomfortable about filling out an application try these things: 
Ask if you can take the application and return it iater. 

Tell them you do not have time now. You would like to take tJie application and 
return it later. 

Tell them you do not have ail the information you need. You will bring it back 
later. 

Explain that you have "some difficulty*' writing and would like to get help in 
filling out the application. 

If none of these things work do your best in filling out the application with the 
information you have. 

ft 

Remember to ber NEAT 

CLEAN 
COMPLETE 
ACCURATE 

DON'T TAKE TOO MUCH TIME! 



Get your resume typed and copied. 
Get your skills card typed and copied. 

Practice giving out your Skills card. Give it to at least 2 friends. Tell them 

what you need. Use the words you practiced in your last session. 
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Assignment; 
1. 
2. 
3. 



4. Try to get an application from a company. Take it home. Copy it. Practice 

filling out the copy. 

5. Make sure you are carrying your pocket information card. 



.V 
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SESSION 6 - WHAT DO I SAY ON THE PHONE? 



CURRENT JOB LEADS 

Do you have any new job leads? Use the last page of this book to record every job lead 
you get. 

Use the extra JOB NEEDS pages in the back of this book. Fill out JOB NEEDS on each 
job you are looking at. 

What have you done about each job lead? 



What will you do now? 



Update action on old job leads* Is there any action you can take right now? 

Rate yourself on "LOOKING GOOD.** 

Do you have your resumes and "Skills Cards?** 

Have you used your "Skills Cards?" Talk about the results. 

Did you bring a newspaper? Mark each ad. Check the business section. Put new job 
leads on the JOB LEADS page. Is there anything you can do now? 

USE THE PHONE! CALL NOW! 
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Today's date 



Activity; 

Rate yourself in each of the following areas. If you check "Good," tell why you rated 
yourself that way. If you check "Needs Work," tell how you think you could improve. 





Good 


Needs Work 


Haiyclean^combecycut 
(if neccessary) 






Skin^dean 
(shaved or trimmed) 






Teeth 




• 


Hands and Nails 

% 


• 




oooy oieaniiness 






Clothing 






Shoes 






Overall Look 







You will rate yourself during each session with your tutor. Remember to be ready for a job 
interview at any time. 
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SESSION 6 - WHAT DO I SAY ON THE PHONE? 

New Objective 

I will learn to use the phone to ask about jobs. 

Youp reading and writing 's not strong. You must use your speech to "sell 
yourself." Think about the calls you have made. Have you been happy with the 
results? Why or why not? 

Have your calls resulted in jobs? Why or why not? 
Try using the script on the next page. 

ROLE PLAY; 1. TUTOR caU one of your job leads. STUDENT pretend to be 



the employer. 



Reverse rolls. STUDENT call one of the jobs leads. Tutor 



pretend to be the employer. Keep practicing until student 
feels good about it. 



PRACTICE; 



STUDENT pick one company to calL Try using the script. Tutor 
listen to call. Talk about the results. Try making one more call. 
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irk: 




TELEPHONE SCRIPT FOR CONTACTING EMPLOYERS 



INTRODUCE YOURSELF 

Hello my name is (name). 



ASK FOR THE NAME OF MANAGER 

May I please speak with the manager and what is the name? 

CALL HIM/HER BY NAME AKD INTRODUCE YOURSELF AGAIN 
Mr. Smith this Is (name). 



GIVE QUALIFICATIONS 

I've had experience - (say 3 things - work specific skills; transferable skills; personal 
skills). 

ASK FOR INTERVIEW 

I am interested in meeting with you to discuss future employment. 

IF EMPLOYER SAYS TO COME IN AND FILL OUT APPLICATION 

When would be a good time to come in, fill out an application and talk with you for a 
few minutes? 



EMPLOYER SAYS 9 « 5 

Fine. Pll be in tomorrow at 3:00. 



IF EMPLOYER SAYS NO. ASK AGAIN FOR INTERVIEW FOR PO SSIBLE OPENINGS IN 
FUTURE 

But I'm still interested in meeting with you in case something opens up. 

IF STILL NO. ASK FOR OTHER JOB LEADS 

Thank you for not wanting to waste my time; but would you know of any places that 
may be hiring someone with my qualifications? 

ASK NAME OF PERSON TO CONTACT 

Could you please give me the name of a person to contact? 

ASK IF YOU C OULD CALL BACK LATER IN CASE AN OPENING OCCURS 

You wouldn't mind if I called you back latei' in case something opens up? 
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Assignment: 

1. Try youp phone script. Call at least one company. Use your script every chance 
you get. 

2. Look at your newspaper. Identify new job leads. 

3. Use your ^Skills Cards.'^ Talk to 2 people about jobs. 
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SESSION 7 - WHAT DO I DO AT AN INTERVEW? 



CURRENT JOB LEADS 

Do you have any new job leads? Use the last page of this book to record every job lead 
you get. 

Use the JOB NEEDS pages in the back of this book. Fill out JOB NEEDS on each job 
you are looking at. 

What have you done about each job lead? 



What will you do now? 



Update action on old job leads. Is there any action you can take right now? 



Rate yourself on "LOOKING GOOD.** 

Talk about your phone calls. Practice the phone script again. 

Mark your newspaper: 

Is there any action you can take now? 

DO rr NOW! 
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Today's date 



Activity; 

Rite yourself in each of the following areas. If you check "Good," tell why you rated 
yourself that way. If you check "Needs Work," tell how you think you could improve. 



I 


Good 


Needs Work 


(if neccessary) 






Skin-clean 
(shaved or trimmed) 






Teeth 






Hands and Nails 






Body Cleanliness 






Clothing 






Shoes 






Overall Look 







You will rate yourself during each session with your tutor. Remember to be ready for a job 
interview ait any time. 
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SESSION 7 - WHAT DO I DO AT AN INTERVIEW? 
New Objective 

I will learn what to say and do at a job interview. 

You need to know that employers usually decide whether or not to hire 
you in the first five mintues. They make a decision based on these things: 
APPEARANCE 

ATTENDANCE AND PUNCTOAUTY 

RELIABILITY 

DEPENDABILITY 

SKILLS 

ABIUTIES 

EXPERIENCE 

TRAINING 

INTEREST 

Talk about how you rate on each of these things. 

You also need to know that an employer will not hire you because 
you need a job. An employer will hire a person that can do the job and 
make money for the company. 

Have /our job application / resume / skill card / pen and paper 

Find out all you can about the company. 

If possible nil out JOB NEEDS sheet about the job. 

Prepare questions you need to ask. 

Practice them. ^ 
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GET READY: 



GET SE T; Use your "LOOKING GOOD" checklist. 

Be sure you know the person, place and time. 

Be sure you know how to get there. 

Be on time - even a few minutes early. 
GO; Smile. 

Be friendly. 

Introduce yourself. 

Shake hands. 

Thank the interviewer for seeing you. 
Clearly answer every question. 
Ask your questions. 
Be sure to state your skills clearly. 
Tell why you would do a good job. 
Thank the interviewer for seeing you. 
Ask when a decision will be made. 
FINISH; Call back in a few days (or when you are told to call). 

Express your interest in the job. 
Thank the interviewer for seeing you. 
Ask if a decision has been made. 



LEARN FROM YOUR INTERVIEW. 



MAKE YOUR NEXT ONE BETTER. 
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Activity; 

ROLE PLAY: 1. Pick a job on the job leads list. Student ask these questions. 

Tutor answer them as if you were the student. 

1. Why do you want this job? 

2. Why should I hire you? 

3. ' Jell me about your skills. 

4. What do you know about our company? 

5. How much money do you need to make? 

REVERSE ROLLS: Tutor ask the questions. Student answer them. 

PRACTICE THIS WITH SEVERAL DIFFERENT JOBS. 

Activity: 

1. Make some calls. 

2. Try to set up some interviews. 

3. Use the suggestions for each interview. 

4. Look at the newspaper. Record any new job leads. 
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SESSION 8 - HOW DO I KEEP ON LOOKING? 

CURRENT JOB LEADS 

Do you have any new job leads? 

Use the last page of this book to record every job lead you get. 
Use the JOB NEEDS page. Fill it out on each new job lead. 
What have you done about each job lead? 



What will you do now? 



Update action on old jobs leads. Is there any action you can take right now? 



Rate yourself on "LOOKING GOOD.** 

Use your newspaper. Check the HELP WANTED and the business section. Mark 
each job. 

CALL NOW! USE THE PHONE! 
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Today's date 



Activity; 

Rate yourself in each of the following areas. If you check "Good," tell why you rated 
yourself that way. If you check "Needs Work," tell how you think you could improve. 





Good 


Needs Work 


Hair«iCiean-combecl«»cut 
(if neccessary) 






Skin-dean 
(shaved or trimmed) 


• 


• 


Teeth 






Hands and Nails 






Body Cleanliness 






Clothing 






Shoes 






Overall Look 







You will rate yourself during each session with your tutor. Remember to be ready for a job 
interview at any time. 
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SESSION 8 - HOW DO I KEEP ON LOOKING? 



You have spent time learning skills to help you get a job. You need to use those skills 
as often as you can. You need to do these things every day. 

1. LOOK FOR NEW JOB LEADS. 

2. MAKE TELEPHONE CALLS. 

3. GET INTERVIEWS. 

Use the calendar to list all the calls you need to make and the interviews you set up. 

Activity: 

1. Use the phone book to find new job leads. Th:nk of different kinds of companies 
that can use your skills. Call for an interview. Use the phone script. 

2. Add to your list of people and places to see people. Call someone. Use the 
words you practiced. 

3. Look back at old job leads. Is all the information complete. Can you call any of 
those compfuiies? Even if the first job is not available can you call the company 
about other jobs or job leads« Use your phone script. 

4. Practice your job search skills. Choose the skill that you need the most practice 
with. 

a. Practice asking people for job leads. 

b. Practice the phone script. 

c. Practice possible interview questions. 

d. Practice telling someone what kind of job you want and what skills 

you have. 

e. Practice HUing in job applications. 
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5. Locate a newspaper and check for job leads. 

From now. on every session with your tutor will be aimed at finding new job leads and 
getting ready for job interviews. You may choose from the five listed activities to practice 
your skills. Ask your tutor if you feel you need more help or more practice with any skills. 

KEEP LOOKING! KEEP CALLING! 

Start to look and register for work at other places. Use your resume. Use your Skills 
Card. Think about checking with: 

The U.S. Employment Office 
The Private Industry Council 
The Chamber of Commerce 

Personnel Offices of Federal, State, County and Local Government 
Local Schools and Universities 
Large Companies in your area 

Keep adding new job leads every time you meet with your tutor. Repeat Session 8 
activities until you have a job. Move on to Session 9 when you have obtained a job. 
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SESSION 9 - NOW THAT I'VE GOT IT, HOW DO I KEEP IT? 
Congratulations On Your Job! 
Now What? 

It is important now that you have a job to discuss what you like about the job and 
what you do not like. 

Make a list with your tutor. 



Like 


Don't Like 



















Discuss what you like and why with your tutor. Try to get a chance to say something 
positive about your job to your boss or/and co-workers. 

Talk with your tutor about things you don't like. Try to take action to improve thern if 
possible but do not become a complainer at work. You may need to put up with some things 
you do not like in order to keep your job. 

In order to keep your job you need to consider the needs of your employer. 

Rate yourself on the following: 
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I get to work on time 


Always 


Sometimes 


Never 


I seldom miss work 








I call if I am sick 








I work as hard as I can 








I pay attention to my work 








I do the work as I am told 








I am iriendly o&i the job 








I try to solve problems that come up 








I follow safety rules 








I use materials properly 








I go to work '^Looking Good" 









Use the looking good checklist everyday. You do not need to write it, but do go ever it 
in your mind. 

Find out if and when you will have an employee evaluation. Try to find out what kinds 
of things you are evaluated on. If possible get an evaluation form before your evaluation. 
Discuss this with your tutor. Do you feel you are doing what is necessary to get a good 
evaluation? 

Some employees are on a probationary period. If you are, find out how long it is and 
what will be expected of you. The probationary period is for your employer to decide 
whether or not you are the best person to do the job. It is also for you to decide if this is 
the job for you. 
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If you decide that it is not the Job for you - BE CAREFUL - THINK - Are you willing 
to give up a job without having another one? If you are thinking of quitting begin your "Job 
Search" before you quit your job. Don't forget to use the things you have learned in your 
"Job Searc h Workbook." If you and your employer are happy with your work - Great! Good 
Luck! 

Assignment; 

1. Look back at your "Keeping a Job Checklist" once in a while. Make sure you 
continue to follow the rules. 

2. . Make sure you understand any written directions given to you at work. If 

possible bring these things to your tutor and read through them together. 

3. Ask your tutor for further help if you need it. Some things your tutor may be 
able to help you with are: 

understanding your paycheck 
understanding your deductions 
understanding your benefits 
understanding your work rules 
understanding how to make a budget 

4. Let your tutor know how tilings are going. 

5. Get the help you need to improve your reading. 
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MONDAY TUESDAY WEDI^ZSDAY THURSDAY FRIDAY 




ERIC 



JOB NEEDS 



Job 



location^ 

salary 

hours 



kind of work 



people I work with_ 
benefits 



chance for a raise^ 
starting date 



Is 
Yes 



this 



okay ? 
No 



\ 



Would I accept this job?^ 



Job 



Is 
Yes 



this 



okay ? 
No 



location^ 

salary 

hours 



kind of work 



people I work with^ 
benefits 



chance for a raise^ 
starting date 



Would I accept this job?^ 
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CONTACT 
PERSON 


ADDRESS 
PHONE NUMBER 


DATE 
CALLED 


9 

RESULT OF CALL 


DATE 

FOLIOW 

UP 


DATE 
APPL. 
COMPL. 


DATE 
OF 

INTERV. 


RES1 
THE 
GET 




























* 


















• 












• 
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STUDENT EVAULATIOIN 
JOB SEARCH WORKBOOK 

Did you get a job? YES NO 

Do you feel better prepared for a job search? YES NO 
What did you like best about the job search workbook? 



What did you like least about it? 



What helped you the most? 



What would you change? 



What would you add? 



What would you leave out? 
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